: = c. i 6. : “Aa n i S, t bra meV OF wereey yo" 


RESTRIC Tt Dy 


5 


Approved For Release 2001/67/16 = CIA-RDP81-00728R000100050040-5 


aie nen ee SE RT EERE 


ee 


cee te AE Ng om 


q 


i. 
} 
Ha 
| 


Poo. > RESPRICTE. 


eptemae a oe ie meee deaspmenrantid 


Bice S December Loh 


Oe ee me nt fae mnt Si | 


AIGEV CY 
CATE Te Lb. Gh Ch seit : | 
Se ees isa jennie iene meses 25X1A 


Shy stv. vc. 


C.I.A AD AINIS ME sweeai 


TRAVEL INSIRUGTTS 5 oUt CIVILEAS Br PLOYELS 


Se oe cee oe 


ay 
v 


CIG Administrative Order No. 27 som 31 08 ober 16 is hereby 


< far; % 


rescinded and the followin, 258 suostituted tt 


lL.  PaLroy 


yi a It is the policy of tae elope Lindt the trav “emplovees ty 


ye f 
A: ¢ iy re 
a minimun consistent kaph! c overating, req AJL trav@l must 
be suthoriged in wri tists in advance, arid Auch authorizations will 
fi a ; } 
be nde only al a At has been determined oy a trOverly designated 
. afN —25X1A 
iy io ae, a eeaved yr necessary. Authorization 
Jae 
aaga, pe pa ‘blanket travel orders 
a 25X1A 
he Executive for Fersonnel | 
1 Be ALL travel by oyvees paid Trom vouchered funds must oe 


x 
authorized and perforred in accor'ance with the provisions of 
Standardized wovernment Travel Re,ulations and/or applicable 
current statutes. 


2, AUIMORT ZATION 


a. When it is determined that it is necessary for a youcherad 
civilian employee to periorm official domestic travel, a travel 
request on Porm 34-5 will be approved by the office or branch 

ake * chief and fervended to the Chief, Fiscal Section. the Chief, 


Fiscal Section will aCe and forward Herr 3-5 to the Travel 


Unit, Wscal Section, for issuance of the necessary travel orden’ Ss» 
b. After. tne travel order is prepared and fund: to cover the cost at ! 
( 
iy _-travel have been obligates, the original will be forwarded to the 
Gal’ v co a 
traveler or maybe picked up oy the traveler from. thie Travel Unit, 
Fiscal Benbiane 
c. To amend a previously issued travel order, a ne- request should be 
fom submitted in accor¢ance ape the procedure outlined above, If 
an; roved, the anendes| ogee will pe i ssued and Cistributed in the 
same manner as tne ee auen 
Redasebe for travel should ve initiated sufficiently in advance of 


the commencement of travel so that the Chief, wiscal Sertion will 


have the request in nls possession at least 48 hours prior to the 
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ae After the completion of atrip, or at the and of each month, the 
travcler will submit his account Lor travel reimbursement expenses 
on Standard vorm 1012, "Public Voucher for fieibiesencne of travel 
po and Uther Expenses ineludin,, Per Diem", This form willbe approved 
administratively by the sgranch Chief or his designee and forwarded 
in quadruplicate to the lriuscal S.tiGn for audit, certification and 
payment. 

b. An sdinidtwauave edit of Form 1012 will be performed by the Fiscal 
Section to determine if the travel was performed as authorized in 
accordance with Standardized Uovernment Travel Regulations and 

fare pertinent travel order. <Any suspensions (deductio s) from the 
amount claimed will be reported to the tiaveler on an Administrative 
Audit Difference Statement" together with an explanation, where 
applicable, of the information necessary to support a reclaim of 

he amount previously suspended. 
a. it is the responsibility of each traveler to prepare his travel 


voucher in proper form. wowever, upon request, the Travel Unit, 
|! 


a 2 ° a . . GO . 
i} Fiscal Section, will extend advice and assistance in connection 
ee 


BY eer" with tne preparation of vouchers. ‘The travel Unit of the Fiscal 
Section will also, when requested, render special services for 
military and naval personnel by making a pre-audit and examination 
of travel vouchers for ac.uracy Soa wonetianee “ith reyulations | 
prior to their suomission to the var or iavy “‘usbursing Officer 
for payment. 

K, GENERAL INFO' AYTG FOR THE LRAVELER 


a. Famine Orders. 

The traveler should examine his travel order to determine that it 
Hin 2 specified all requirements inclvdin, the mode of transpertation to 
yy 


be used, the period to .e covered, and the places to be visited. If 


een 
the order does not provide adequate covera.e, an amendment should be 
requested through proper charmels prior to the tive trav 1 is begun. 
- b. _Haintain Records 
eee. : the traveler should maintain accurate recor’s of time of departure 


from and arrival at different points, and a record of official 
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expenditures as vell as copies of official tele, rans and paid 
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Purchase of ‘lickets 


reneipts for oflicial expenses when necessary, Ib is essential 

taat the traveler nave this information to enavsle him to prepare 

a correct roisburaenent voucner. 

It, is tae responsibility of tie traveler to ascertain te all cases 
whether or not through tickets, excursion tickets or reduced rate 
round trip tickets cun se secured. The Lact that the existence of 
such rates may not have seen known to the traveler does not relieve 
his of responsibility of obtaining the Lowest rates. It is essential 
that the traveler purchase a ticket that will adequately. cover the 
period.of his travel without incurring any unnecessary exsense. 

‘hen traveling by comion carrier, Geverament Transportation Xequests 
which will be furnished by the Travel Unit, biscal Section, mist 

be used. 

Return Unused Tickets | 

Unused portions of tickets should be submitted attached to the 
travel reLvoursement account, Standard Form 1012. 


Per Dien 


The calendar day trill be the unit used in computing the verdiem 
allowance for continucus travel of more than twenty-four hours. 


load 


for fractional parts of a day at the commencement or ending of 


such continuous travel, one-fourth of tne rate Tora eniar day 
will be allowed for each period of six-hours or fraction thereof. 


ko per diem will be allowed when the departure from official 


station is after {200 a.m. and the return on the same Jay is prior 
to 6:00 p.m., or for any absence not exceeding tree hours. For . 
tae first 6O days of continuous domicile at.a temporary post of 7 
duty in the U. Ses a per diem allowance not to exceed 6.00 may be . 
authorized within the continental U.S. vhen the period of | 
continuous domicile extends Leyond 60 days, the rate of allowance 
shall be reduced to not to exceed .4.00 per day, which will 
continue in effect until midnight of the date of dep:rture from | 
that point. Any absence of 10 days or less from such tempe rary 


post of duty shall not vse regarded as affecting, the continuity 


of domicile at that point. ‘the effect of sick and/or annual leave 
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upon the continuity of the traveler's domicile at temporary post 


of duty shall be administratively determined in each case based 


ly upon the circumstances surroundin, the leave, and final authority 
a ee determination shall rect with the bonded Certifying Officer 


wo approved the account for payment. 


Leave Paile in Travel Status 


Lf leave of absence of any Kind oegina or termine‘es within the 
traveler's preserived hours of duty, per diem allow nce will verri- 
nate or Degli al the same time. If the leave of absence does not 
besin or terminate within the traveler's tc ouap ea nous of duty, 
the traveler will be regarded as being in subsistence status until 
ole midnight of the last day on which actual service is rendered pre- 

“ ceding the leave of absence and from 12:01 a.m. of the day on which 
actual service is resumed. fractional leave of absence ywnolly 
within a day, where for nalf of the “rescrived working hours or less, 
Will be disregarded for subsistence purposes.» “ihere it exceeds 


half of the prescribed workin, nours, no suvsistence will be allowed. 


{os 


Advance of Funds 
Advance of official funds to cover tne expenses of a vouchered 
ie employee while in a travel status, can oe made only if the employee 
Ae 
OG aa executes a Bond of Indemnity. ‘The cost of the premium in securing 
we ' 
such a bond (35.00) must be borne personally by the enmloyee. 
6, FCRETGN. TRAVEL 
a. Bureau of the Budget Circular A-7, revised, dated 5 September 196, 
contains siienunents to Standardized uovernment Tene Regulations. 
Paragraph lS of these Regulations, s et forth in Budget Circular A-7, 
fe, a provides in part that, "For eeaven on official business outside the 
/ continental limits of the United States, a per diem allowance not 
7 , to exceed »7.00 in lieu of subsistence expenses, may be allovred | 
oxeent during the fiscal year .1947 the maxinum per diem allowance 
shall be the anount prescribed in Appendix 1. of this Regulation). 
The per diem allowances provided herein represent the maximum 
allowable, not tne minimum." It is the responsibility of the 
officials authorized to issue travel orders and authorize a per 


diem allowance to see that the travel orders authorized only such 


per diem allowance not in excess of the maximu: as are justified by 
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: the cireunstances surrounding the-travel., Therefore, in accordance 
; with para ravh NS, "Care should be exercised to prevent the fixing 
: of a per diea allowance in excess ol that required to meet the 
i necessary autherLzed expenses." The per diemallowance described in 
{ . . 
. ; Appendix L of para,raph 4S, -rhich Appendix is attached to Bureau 
; of the oudget Circular dA-7, may be authorig2d by the persons 
to whom authority to issue travel orders hag been ranted. Sieh 
j : 
persons include Chiefs of iisstons, Fxecutive for Personne] aml 
: 
2 ge Administration, Chief, Finance Divisicn, and Chief, Fiscal Section, 
‘ 
Sinee one day is lest on 1. westward crossing of the {International 
: t ; é 
: } ” bec § seeaye . . ’ 
bee Date Line, per diem for one day will be deducted from all travel 
; accounts when such travel is involved, 
7 4 ! LPP Eke OATS mn 
Sig ay oe eal 
IN his Order and emendments thereto shall apply only where travel allow. 
[ae 
ames and per diem are payavle from vouchered funds available to CIR. 
Kop Tu DIRBOTOR GF CENTRAL IMTELLIGENCE: 
| 25X1A 
j 
; 
fe 
i 
Deputy Executive for Personne’ 
| and Administration | “ 
me. 
i : 
| | 
| | 
} 
4 
| as ! i 
i } 
7 . 
| I 
i 
i 4 
Sah. we ty a “es TP ike ’ a al 2 : wd 


RESTRICTED 


Pn tS AL ne ee ee Ne TREE AA eg te EATS Ty 


es 


CIA-RDP81 -00728R000100050040-5 


2 


ennai 272 we aK al AL 


Approved For Release 2001/07/16 : CIA-RDP81-00728R000100050040-5 


OP SECRET Ctiu IDENTIAL 


SECRET 


CENTRAL INTELLIGENCE GROUP 
INTER-OFFICE ROUTING SLIP 


(Revised 10 Sept 1946) 


DIRECTOR OF CENTRAL INTELLIGENCE 


~ 


~ 8 
LS es 


TE 


- 
a : 
- 

DA 


INITIALS 


EXECUTIVE TO THE DIRECTOR 
SECRETARY TO THE DIRECTOR 


EXECUTIVE OFFICE: ASST, EXECUTIVE DIRECTOR 


ADVISORY COUNCIL 


ae 


EXECUTIVE FOR PERSONNEL & ADMINISTRATION 


CENTRAL RECORDS 


SECRETARY, NIA 


CHIEF, INTERDEPARTMENTAL STAFE 
ASST. DIRECTOR, SPECIAL OPERATIONS 


ASST, DIRECTOR, RESEARCH & EVALUATION 


ASST, DIRECTOR, COLLECTION & DISSEMINATION 


CHIEF, SECURITY BRANCH 


Bea eee RRA 


___ APPROVAL INFORMATION DIRECT REPLY 
ACTION RETURN COMMENT 
j | RECOMMENDATION _PREPARATION OF REPLY __ FILE” 


—— SIGNATURE . CONCURRENCE DISPATCH 
| REMARKS: ‘The attached proposed Admin. Order on( Travel Instructions 


for Civilian Employees)is forwarded for your approval 
before issuancee gh ee ae 
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on Q , 
3 December 1946 
, Pe CENTRAL INTELLIGUNCE GRC ao 
VIRAL INTELLIGUNCE GROUP 25X1A 


. Cel eG. ADMINISTRATIVE ORDER oC 


TRAVEL INS‘TH)CTLONS FOR CIVILIAN EMPLOYBES _ 


oy 


€ | | | | — 25X1A 
CIG Adininistrative Order Pe. SL October 19446 is hereby rescinded 


and the following is substituted therefor: 
1. POLICY 
. Be It is the policy of the CIG to limit the travel of employees vo a 
| minimim consistent with operating requirements. All travel must be 
authorized in writing in advance, and such authorizations will bs 
made only after it has been determined By a properly desiymatec official 
that the travel is officially deneuuaens Authorization will be riven 
for specific trips only, and piauKée travel ordees will not be issued 
unless approved by the Exeouwtive for Personnel and Administration. 
be All travel by employees paid from vouchered funds must be authorized 
and performed in accordance with the provisions of Standardized 
Government Travel Repulations and/or applicable current statutes. 
2 AUTHORIZATION 
Be When it is acteeiel that it is necessary for a vouchered civilian 
employes to perform official domestic travel, sete request on 
Form 34-5 will be approved by the office or branch chief and forwarded 
ie the Chief, Fiscal Section. ‘The Chief, Fiscal Section will approve 
and forward Form 34-5 to the Travel Unit, Fiscal Section, for issuance 


of the necessary travel orders. 


CESTRIETED 
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b. Af'ter the travel order is HhopnRed and finds to cover the cost of 
travel. have been oblirated, tie orifinal will be forwarded to the 
traveler or may be picked up by the traveler from tho Travel Unit, 
Fiscal. Section. 

ce. To amend a previously issued travel order, a new request should be 
submitted in accordance with the procedure outlined above. If ap~ 
proved, the amended order will be issued and distributed in the same 
sey as the original. 

de Requosts for travel should be initiated sufficiently in advance of 
the commencement of travel so that the Chiof, Fiscal Section will 
have the Sedioe’ in his possession at least 48 Keats prior to the 
time the ae is to bein. 

3. REIMBURSEMENT FOR TRAVEL EXPENSES 

a. After the completion of a trip, or at the ond of each month, the 
traveler will submit his account for travol reimbursement expenses 
on Standard Form 1012, "Public Voucher for Reimburgoment of Travel 
and Other Exponses including Per Diem". This form will be approved 
administratively by the Branch Chief or his designee and forwarded: 
in quadruplicate to the Fiscal Section for audit, certification and 
payment. 

b. An administrative audit of Form 1012 will be performed by the Fiscal 
Seotion to determine if the travel was petecue as authorized in 
accordance with Standardized Government Travel Repulations and perti- 
nent travel order. Any suspensions (deductions) from the amount 
claimed will be reported to the traveler on an "Administrative Audit 


Difference Statement” together with an explanation, where applicable, 


of the information necessary to support a reclaim of the amount previ- 


me hat Day 


ously suspended. 
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4. TRAVEL SERVICES 
ae tis the responsibility of ench traveler to prepare his travel 
voucher in proper form. However, upon request, the Travel Unit, 


Fiscal Section, will oxtend advice and assistence in connection with 


the preparation of vouchers. ‘The Travel Unit of the Fiscal Section 

i will also, when requested, render special services for military and 
naval personnel by making a pre-audit and examination of travel 
vouchers for accuracy and compliance with remlations prior to their 
subnteetos to the War or Navy Disbursing Officer for payment. 

Se GUNERAL INFORMATION FOR THE TRAVELER | 

&e Examine Orders 


! The traveler should examine his travel order to determine that it 


| Specifies all requirements including the mode of transportation to 
be used, the period to be seerwa, and the places. to be visited. If 
the order does not provide adequate coverage, an amendment should be 
| requested through proper channels prior to the time travel is begune 
be Maintain Records 


The traveler should maintain accurate records of time of departure 


from and arrival at different points, and a record of official ex- 
nenditures as well as copies of official telegrams and paid receipts 
for official expenses when necessary. It is essential that the 
traveler have this information to enable him to prepare a vorrect 
roimburs ement vouchere 

cs Purchase of Tiokets 
It is the responsibility of the traveler to ascertain in Ah cases 


whether or not through tickets, excursion tickets or reduced rate 
round trip tickets can be secured. The fact that the existence of 

* such rates may not have been known to the traveler does not relieve 
him of responsibility of obtaining the lowest rates. It is essential 


that the traveler purchase a ticket that will adequately cover the 


period of his travel without incurring any unnecessary expense. then 
traveling by common carrier, Government Transportation Requests which 


will be furnished by the Travel Unit, Fiscal Section, must be usede 


yen, 
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d. Return Unused ‘Ty ckots 
Unused portions of tickets should be submitted attached to the travel 
-reimbursemont account, Standard Vorm 10le. | 
6. Per Yiem 
The calendar day will be the unit used itccomoue tag the per diem 
allowance for contimious travel of more than twenty-four nets For 
fractional parts of a day at the commencement or ending of such con- 
tinuous travel, one-fourth of the rate for a calendar day will be 
| allowed for each poriod of six hours or fraction thereof. No per 
diem will be allowed when the doparture from official station is 
after 8:00 asm. and the return on the samo day is prior to 6:00 pem., 
or for any absence not exceedinr three hours. For tho first 60 days 
of continuous domicile at a temporary post of duty in the U.S., a 
por diem allowance not to exceed (6,00 may be authorized within the . 
continental U.S. ihen the veriod of continuous domicile extends 
beyond 60 days, the rate of allowance shall be aeace to not to ex- 
ceed $4.00 mer day, which will continue in effect until midnight of 
the date of departure from that point. Any absence of 10 days or 
less from such temporary post of duty shall not be regarded as af~ 
fecting the continuity of domicile at that point. the effect of 
sick and/or annual leave upon the continuity of the traveler's 
domicile at temporary post of duty shall be administratively deter- 
mined in each case based upon the circumstances surrounding the leave, 
and final authority for such determination shall rest with the bonded 
Certifying Officer who anproves the account for payment. 
f.. Leave While in Travel Status 
If leave of absence of any kind begins os terminates within the 


traveler's prescribed hours of duty, per diem allowance will terminates 
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or begin at the same timo. If the leave of absonce does not berin 

| or terminate within ‘tho Gravciante prescribed hours of ate the 

| traveler will be rorarded as being in subsistence status until mid- 
nipht of the last day ‘on which aotual service is rendered preceding 
Sales of. absence and from 12:01 asm. of the day on which actual 
servico is resumed. Fractional leave of absence wholly within a day, 
where for half of the vreseribed working hours or less, will be dis- 
regarded for subsistence purposes. Vhere it exceeds half of the 
prescribed working hours, no subsistence will be nllowed. 

ome Advance of Fronds 
Advance of official funds to cover the expenses of a iiored em- 
ployee while in a travel status, can be made Snisy if. the omployce 
executes a ond of Indemnity. The cost of the premium in securing 
such a bond (35.00) mist be borne peteohaliy by the employee. 

6. FORSIGN TRAVEL | 

Be Bureau of the Budpet eee A-7, revised, dated 5 September 1946, 
contains amendments to Standardized Government Travel Regulations. 
Paragraph 45 of these Refulations, set forth in Budret Circular A-7, pro- 
vides in part that, "For travel on official business outside the con} 
tinental limits of the United States, a per diem allowance not to exceed 
87,00, in lieu of subsistence expenses, may be. allowed (excent during 
the fiscal year 1947 the maximum per diem allowance shall be’ the amount 
prescribed A Appendix 1 of this Repulation). The per dien allowances 
provided herein ropresent the maximum allowable, not the minimum." I+ 
is the responsibility of the officials authorized to issue travel orders and 


authorize a rer diem allowance to see that the travel orders authorize only 


such per diem allowance not in excess of the maximum as are justified by 
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‘the circumstances surrounding the travel. Therefore, in accordance 
with parapraph 45, "Care should be exeroised to prevent the fixing 
of a por diem allowance in excess of that required to mset the 


necessary authorized expenses." ‘The per diem allowance described in 


Appendix 1 of paragraph 45, which Appendix is attached to Bureau of the 


Budget Circular A-7, may be authorized by tho persons to whom authority 


to issue travel orders has been mranted., Such persons include Chiefs 


of Missions, lxocutive for Persone] and Administration, Chief, Finance 


Division, and Chief, Fiscal Section. 
Since one day is lust on a westward crossing of the International Date 
Line, per diem for one day will be deduoted from all travel accounts 


when such travel is involved. 


APPLICATION 


This Order and amendments thereto shall apply only whero travel allowances 


and per diem are payable from vouchered funds available to CIG. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: » 


Ge) ral aes eed oued « 
Executive for Personnel and Administration 


Tee Sony 


25X1A 


ry nae 
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TRAVEL INSTRUGIIY 5 ola CIVIL Eivlovens 

: CIG Administrative Urder Fo. 27 dated 31 Getober 1°)6 is hereoy 
rescinded and the followin, 18 substituted therefor; 

1. Paurcy 

a. It is the policy of the Clu to linit the travel of emplovees t) 

a Ain imneGenst stant with overabting requirements. All travel must 
be authorized in writing in advance, and such authorizations will 

| be made only ater it has been determined oy a rroperly designated 
official that the travel is otiicially necessary. Authorization : 
will ve ,ziven sor speciiic trips ouly, and blanket travel orders 
will not oe issued unless anproved oy the Lxecutive for Fersonnel 
and Administration. 

b. All travel by employees. raid from vouchered funds must de 

| authorized and verforved in accor'ance with the provisions of 

: Standardized vovernment Travel Reulations and/or applicable 

current statutes, 

i 

2. AUTHOREZATLON 

a. When it is determined that it is necessary for a voucherad 

| civilian employee to periorm official domestic travel, a travel 

: request on Form 3l-5 will be approved by the office or branch 

chief and eee to the Chief, Fiscal Section. ‘the Chief, 

| Fiscal Section will a:prove and forward Verr 3-5 to the Travel 

; 


Unit, Fiscal Section, for issuance of the necessary travel orda's. 
b. After the travel order is prepared and funds to cover the cost at 
travel have ween obligated, the original will be forwarded to the 


traveler or may ve picked up vy ‘the traveler from tie Travel Unit, 


Fiscal Section. . | 
7 c. To amend a previously issued travel order, a ne~ request sould. ve 
‘ : 
| submitted in accorsance wit the vrocedure outlined above. If 
apm; roved, the amendey order will ve issued and distributed in the 
} : 
i same manner as the orizinal. j 
j 4 
[ gd. Requests for travel should ve initiated sufficiently in advance of 
‘ : 
f the commencement of travel so that the Chief, siscal Seetion will a 
t have the request in his possession at least 18 hours prior to the . | 
| ; 
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a. After the conipletion of atrip, or at the end of each month, the 
travcler will submit his account for travel reimbursement expenses 
on Standard worm 1012, "Public Voucher for Reimbursement of Travel 
and Uther Expenses includin,, Per Diem". This form will be approved 
administratively by the branch Chief or his desiznee and forwarded 
in quadruplicate to the Viseal Section for audit, certification and 


payment. 


Is 


An administrative audit of Form 1012 will be performed hy the Fiscal 


Section to determine if the travel was performed as authorized in 


accordance with Standardized Government Travel Regulations and 
E pertinent travel order. <Any suspensions (deductio s) from the 


amount claimed will be reported to the traveler on an Administrative 


pment mee te 


* Audit Difference Statement! together with an explanation, where 
applicable, of the information necessary to support a reclaim of 
the amount previously suspended. | 
4. TRAVEL SERVICES 
a. It is the responsibility of each pee to prepare his travel 
voucher in proper form. However, upor eacisee the Travel Unit, 


Fiscal Section, will extend advice and assistance in connection 


with the preparation of vouchers. 1 he Travel Unit of the Miscal 


ae nt att ee CA 8 FE RPTL ASS EE ARE ATT E E ET E See 


Section will also, when requested, render special services for . 
military and naval personnel by making a pre-audit and examination 
of travel vouchers for accuracy and compliance with reyulations 

i 
prior to their suomission to the war or iavy Disbursing Officer oF 
Z ! 
for payment. 


S. GENERAL INFOM ATC. FOR THE .RAVELER ae 


a.  Fxamine pRdees | : 
The revise should examine his travel order to determine that it | 
specified all requirements includin, the mode af transncrtation to 
be used, the period to .e covered, and the places to be visited. If : : 
the order does not provide adequate covera,e, an arendment should be 
requested through proper channels prior to the tive trav-l is begun. 

‘be waintain Records 7 


The traveler should maintain accurate recorc’s of time of departure 


TY Lo Tee 


from and arrival at different points,. a record of official 
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expenditures ag well as copies of official telegrans and paid 


receipts for official expense. wer necessary. It is essential 


baat the traveler have this information to enavle Aim to prepare 


a correct reimbursement voucher. 

Purchase of Wickets 

ft is the responsibility of the travcler to ascertain ir all cases 
whether or not through tickets, excursion ticXets or reduced rate 
Aetna ei tickets ean ose secured, ‘the fact that the existence of 
such rates sna not have  v.een known to the traveler does not relieve 
hie of responsibility of obtaining the lowest rates. It is essential 
that the traveler purchase a ticket that will adequately cover the 
period of his travel without incurring any unnecessary ecrpense. 
‘Then traveling by. comion carrier, Geveranent Transportation dequests 
which will be furnished by the Travel Unit, Fiscal Section, mst 

be used, 


Return Unused Tickets 


Unused portions of tickets should be submitted attached. to the 


travel reinoursement account, Standard Form 1012. 


— 
oO 
a 


alendar day will be the unit used in computing, the perdiem 
allowance for continucus travel of more than twenty-four hours. 
for fractional parts of a day at the commencement or ending of 
such continuous travel, one-fourth of the rate Sor a calendar. day 
will be allowed for each period of six hours or fraction thereof. 
No per diem will be allowed when the departure from official 
station is after &:00 a.m. and the return on the same day is prior 


to 6:00 p.m., or for any absence not exceeding turee hours. For 


tne first 60 days of continuous domicile at a temporary post of | 
duty in the U.S., a per diem allowance not to exceed 6200 may be | 
aoeneni aed within the continental U.S. when the seriod of | 

| 
continuous domicile extends beyond 60 days, the rate of allowance | 
shall oe reduced to not to exceed 4.00 per day, which will : 
continue in effect until midnight of the date of dep:rture from. . : 


that point... Any absence of 10 days or less from such temporary 
post of duty shall not se regarded as affectinz the continuity 


of domicile at that point. ‘the effect of sick and/or annual leave 


‘ 
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upen the continuity of the traveler's domicile ab temporary post 
of duty shall be administratively determined in each case based 
upon the circumstances surroundin, the leave, and final, authority 


for guch determination shall rest with the bonded Certifying Officer 


who approved the account for payment. 
f. lonen Thile in Travel Status 
If leave of absence of any kind oegins or terminates within the 
traveler's prescrived hours of duty, per diem allow:nce will. termi- 
nate or beyin at tne same time. If tne leave of absence does not 
begin or terminate within the traveler's prescribed hours of duty, 
the traveler will be regarded as being in subsistence status until 
midnight of the last day on which actual service is rendered pre- 
ceding the leave of absence and fuer 12:01 a.m. of the day on which 
actual service is resumed. Fractional leave of absence wholly 
within a day, where for half of the prescrived working hours or less, 
will bea disregarded for subsistence purposese Where it exceeds 
half of the prescribed workin, tours, no Fed avenues will be allowed. 
ge. Advance of Funds 
Advance of official funds to cover the expenses of a vouchered 
employee while in a travel status, can oe made only if the employee 
executes a Bond of Indemnity. The cost of the premium in securing 
such a bond ()5,0C) must be borne personally by the employee. 
6. FCREIGH. TRAVEL 
a. Bureau of the Budget Circular A-7, revised, dated ‘ September 1965. 
contains amendments to Standardized uovernment Travel Regulations. 4 
Paragraph 5 of these Regulations, set forth in Budget Circular M7, 
provides in part that, "For travel on official business outside the 
continental limits of the United States, a per diem allowance not 7 oe 
to excee 7.00 in lieu of subsistence expenses, may be allowed 
(except during the fiscal year 1947 the maxinum per diem allowance 
shall be the amount prescribed in Appendix 1 of this. Regulation). 
The per diem allowances provided herein pepresent tie maximum | ‘ft 
allowable, not the minimum." It is the responsibility of the ‘ 
officials authorized to issue travel orders and authorize a per i t 


diem allowance to see that the travel orders authorized only such 


per diem allowance not in excess of the maximui as are justified by 
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the circumstances surrounding the travel, Therefore, in ascordance 


with para raph HS, "Care should be exercised to prevent the fixing 


; of a per dien allovance in excess of that required to meet. the 

necessary autheriaed expenses." The per diemallowance described in 

| Appendix 1 of para, raph LS, cvkich cpemelx xX. is attached to Bureau 

a 

ee 

of the Buea Circular A=7, may be; eae zed by the persons 

{ 

7 to whom authority to issue travel orders has been granted, Such 

| ) | : 

persons include Chiefs of wissions, Executive for Personnel ar 

4 7 ‘ 

i 

: Administration, Chief, iinance Division, and Chief, Fiscal Section. 

rf , 

b. Since one day is lost on 2 westward cros sing of the International: 

' oe ‘ : ; a 

: . Date Line, per diem for one day will be deducted from all travel. 

i aecounts when such travel is involved, 

7. APPLICATION 

rent cca icbo a 

; This Order and amendments thereto shall apply only where travel allow- 

. 

i ances and per diem are payaole from vouchered funds available to CIG. 
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